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GENERAL

Ghis reguletion gtates the reguirements snd procedue2s applictle
te general separeticn sctionz. ‘Tnis regulation govesrue the P~
ratica of fgency employess for ell ressons zxcept reduciion in
forse, entyy lote mililtery serviee, s separaticon baped on sdverse
fiolipgs of a security besring bowrd or the Exployent Roview Board,

The separation aetionz iucluded 1n this reguintion have Leen giouped
in fwo categories on the besis of the procedural reguirsmenis Lo be
accomplilished by supervisory officiuls and the Office of Peprgounel, _

(1) The first group of mctions, whick is described in prragraph 4
below, includes those actions which sre taken in regponss to
requests by euployecs and those which the Ageney ls requived
to take because the ecaployee concerned has lost eligibility
for centinued employuwsnt,

(£) The second group of motions, which ic Gescrived in perezraph 5
below, includes those sctions which mre indtisted by Agency
officials on the besis of the euployee's conduct or gqualifica-
tions. They sre distinguished frew sirdlier setioas drseribed
in parsgraph b primariiy in trat they Esquim advarice noblce
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@rd] tovolve, ususlly but not inverisbly,) the right of the
epployee to roply before they may be properly effected.

2. AUTRODLTIES AND RESPONSTBITITIES

8e Supervisors besr priasry responsihility for delerminivsz the
edequacy of the performance and ornduct of personnel uxier thelr
Jurisdliztion and for initiating scrreective action waers nscegsery.
Fhile wltimate suthority for teklug personsel setiocas resle gen-
eraily with ihe Director of Persours(, this fact foes aot relleve
supervieopyy officixia of their responsibility for discipline snd
rroper menegemont of persopnel,

be The Director of Personnel is resprusible for remdering sdvice
end aszlstance at wll supervisory levels in these problema sod
for reviowing recommaded actions to ensure thet they conform
to reguintory and procedural requiremente apd ere nol unressousble,
capricious, or arbitiary. Except us specifizally provided slse-
where, the Director of Persomnel or his designee will take oy
recommend firsl sction to separate an employee,

3. SELECTION OF APPROPRIATE TYPE OF SEPARATTON ACTION

Each of the netions deseribed In this regulation hes distinguishing
charseteristics which materielly affert the rights or interests of

the Agepny, the Goverorent, ond the epployes. Careful sonsidersbion
mpst be given $o any propesed actlon to detzrmine whether suel action
could be construed &3 sdverse azd whoather 1t will in fact proncts toe
efilciency of the service. After proilminsry determination thet the
facte ond circusstances in an individual case sppesr to warrant action,
seleviion will be mede of the specific type of personneal. action most
gporopriate to the individusl cese.

ho ACTIONS BASED ON EMPICYFE'S REQUEST CR LOSS OF ELIGIBILITY
2. RESTGNATTON

(1) Resignstion is separation ai the epployee's request, either
verbel or written. Whenever a resigretion is inttiated because
of security or other than noreml implications, the office con-
cerped shiell so notify the Director of Personuel by & separate
"Hyes Cnly"” memorandwsz. This memorandunm shall be svallable
enly to the Director of Pericnnel or his designes.

2
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Careful consideretion shall be given to the ropeons offarod
by an empioyee For his puosuesi rebignation. Uniess Lhe
employee ie unavalighie; ba vlil be irterviewed oy uls
pupervisor initialiy and the aifioe of Perscrmel cubseguently,
pefore his plags for leavine are mede firm, to deteraine
athes webicn T pocrpdnnes wita peregrarn (a) or (b below
is opproprlate. In doteymiuing whiether elther actlon 18
spryomelete, the Director of Poreorusl Wi ll sasure thal
sdditional information sontained in separace “Eyes Ooly”
memorendus, if any, is teken Into cone Tderat dot.

(a) 1If the rroposed resigirilon is the xeault of fallure
of u potentially valuslle esmpiojyee Lo ed jus® bimealif
te a speeific work situstion, appropriste ection should
he taken o lmprove stch el Justhent by lu-seprvies place~
ment, counseling, or othlr Be&ns.

{b} If the reasou offered ic 11l heelih, the arployee's
eligibillivy for seperation bouause of disubiiity should
be determined. £ this action 1s proper, the amployae
will be pdvised thel he mey withdraw ids resignetlon
ond safeguard his intoresce througs separstlon setion
e . 3wl i
based on dissbility. at ices i

When o irdividvel cantmp%ﬁ volurtery sepsrbiion fros

the Agency, be showld give/one monthtls adveniee notice of

thig veet. Fowever, failure to furnish such notice will act

slPect the persoomel setion involved in ey way.and, sithougi

it may reflect unfavorably on the $nidividual fu smployment
ravord, it ie not a basie Tor berrdng him from forther Federsl

el oymasnt .

{a) Oral sotlece cocoptlivtes & va id resignetion bul every
effort will be mede to ohtaln written eoaflimation
whenever posaible.

{v] letters of resigpation from sheent employees showld be
addressed to the Dirsctor of Persoymel. However, vhen
puch letters sre received by other Agency officlels,
they will be forvarded imedistely to the Ciflce of
Personnel for action. : :
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{e)] Mien an employme whe L3 ebient on materuity, educetiounl,
o other extended lesva falle elsher to rotura to duty

or to send cotlce st the el of the pericd of guthorized
abgence, the Olfice of Perschoel will send & ‘!a“‘;’m& to
the esuploy=e's lagh koown a("ﬁr“sm i‘{' G pist
M.nm M’mi‘ﬁ:, mqw,a 'w tamt l K

1&;’ MM ‘m HL rewwz*t Y 3 "ﬁ.f‘im & mwm
period {uot lese thes 5 celendsr dsys) ard mﬁ.
the ewpluyse thet, 10 he doss nob retuen,

will be vompelied to consider him s §i1g
&3 eaployez eligible Do veleresn prefsrepce wi il amﬁ ¥
be alvised that the lebter constitvutes 30 deye' sdwance

notice of proposed aculon fn complisues with the provisions

of section b of the Ve'erung' Prefuorcice Act, as auended.
Unmathoriged ausence and follure to r Bonok covered by
this pereprerh or by provisions coverias wmigalng pargony
Will be considersd ss abgsence withoul lesve oF shexdon-
menh of podition sud vill be trested accordingly.

St efPective date of @ pesiznetlon wiil be the olops of

buginess ob the lest day lie employee 18 present for duly except

iu the following cireswrhbances:

{e) when me enployes rea ig,;m duriag, or et the expdestion of
an gpproved lesy2 peviod, the dete of sopmestion will be
fived as the clusing mu“*& ni the pay peiod Juriug w‘riﬂh
his resignation La vecelved by the Office .of Pergonnel
anl suy intervening period will be covered by lesve with
or without pey.

{(v) woen an eaployee rogizns under cirowmstopess where ‘1L 1e
proper Ho greot any ncerued sick leave; including resig-
nalion for :‘rf&‘twrmty ressons, the dote of resignstion
way be antesded Lo permit ;_;rs-wt:my untiged sick lesve.
The employee wust epply for such lsave mui kis request
must be supperted by s doctor's cerdificat Such cases
regulre the spprovel of the Director of Pm*amme,u.
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be  SEFRRATION 70 ACCEPT OLIFR FEDFRAT, EMELOUMPRT

‘The sceion $0 be Laien to sllow sppointment of an smployee
by anocther Federal sgsucy without s bhreax io ‘service of one
workdar §s "Separebtion," unlees the swployee siects Lo resign
or is eligible for “feperation (Transfer).”

The efleciive date of reprration will be determined by .
negetlation vetwesu tie Office of Personnel snl the otber offic

G&g@m yleoncerned., Dvery effort will be wede to surange @

date agrecsbhe to the empioyee’s supsevlsor.

SEPARATICN URON DETERMINATION OF MEIAL IMOEPETENCE

(13

{3

An wppicyse who has been Ceclarsd mentally nommpsbent by
a court of competeat Jurisdiction will be 8 pereted by lhe
activa "3sparstion (Imgal Incompetence).” w action l®
to he distioguistied four "Saperstion (Msehility )" which
may be taben vpor an sdmlindstrative detorndneticn that the
employee 1le penteally lrcapavle of persfourming the dutics of

hds pogition.

Mo empicyee will e separebted fop Jegel dncopvetence omidl
aulhoritative evideucs is recelived vhich suppmarts this action,
Upon receipt of sush ovidence, the Director of Persomnel will
determine whother the employee 18 eligible Tor disablllty
vetirsnent aid, if so, will prompily edvise the legal grordian
appointed by the courv of such eliglbility. T2 appilesiion
for dissbllity retirement [s mwade, action will be tsken In
secovdsnce with peregreph d below.

The sffective dete of the separation will be the date of
receiph hy the Agencey of notification off ecurd action ag
exbended by any unueae Sick Jesve to the employse’s opedit,
The Office of Persorael will advise the legul guardisn lpat
he pay sumit a clels for unpaid selery since parments
canpot be made to the eaployee siter Lhe dste of the court
ection declariog him Sncomostent,

e —— DRAFT A
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DLSABLIINY RETIFSWING

(1} Mn emplogme o is eligivie sor "Retivemert {Diesbl lity )"
will be separatzd by this estion upen epprovel of Lis
spplicatlon Ly the W, 8. 0ivil Seevier Ceusplosion. Appli~
cetion fou dissu?lity red!rereat mey be submithed by the
erpicyee, his suerdlian or other intercsted perty {if he s
meatelly Ircoupetent), or by the Sgency. Tae Office of
Pereonnel will Purnish edvice and sssistarce 1 to eligitiiity
reguirenents, wil necossoyy stips in processl ag# the spplicaiion.
(2) &n empioyee who is physiesl.y or mentelly dlequaitifisd for
furthar peoductive effort will be continued on the roll on slok
leave, or lesve without pay 1l necasaery, peudlug spproval of
big sppilicaticn for disahility retiremsens, iy the svent be
is not eilpitle for retlrewcnt, ho will be seomrated hy Lhe
sction "Separetion (Disalility )" descrived 1r. rarperopl Se
below,

OPTIONAT, REFTRMENT

Baployees mesiing cortain ege and longth of gervies reouiregerSe

may elsot to retire even thowh “hes sre uot elipgible for manda-

tory sge retiremsut { paragieanh € beiow), The 09flce of Personuel

will farnlsh ndvice erd essiscence ag oo ellgibility requivenents

and necossery stepe ip processing the applicetlor. {S&e:l 25X1

AGE FETIFRMEN D .

Wheo an employes has resched gge 70 and hag compleied 15 or more mbed
years of creditable semvice, (the Amensy has no orticn bub to pewit | be Sepasd
separate him]by the action "Retireuent (Age).” (See b ' 25X1
The eesion Beromes offcetive at the end of the celendfir mont
during whtch the employes bas met el age ard length of service
rogulronents,

80-01826R0007001%¥£33g |
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(1)

e}

{3)

{4)

When mn emioyee diss, the Cfrice of Peraoupel w.li be lmoe-
diately edvigad and will oaolify, by tne most exmediiious
meens aveilebie, the saergroey addrosdce deglgnated by the
aupioyae, provided that such wdressee 18 not already awire
of the death,

The MEfice of Fersonne) wiil provide all pessibhie agsictance
o e Ceccesed smployee's next of kla; or the emgvgency
acdressee, in rveraring e clatm for final salury sard launn-
suwn leave peymenig; end ie filing & cledwm for soy survivors
ship bapefits for which he may be ellgible wuder the Tivi)
Sexrvice Retivenent Act. Fe will also Le wdviesl thst he
ghowld submit & clatu for eor social secwrivy Mern2iite widan
mey he due.

When desth oncurs iu tue perlorasnee of duby, ¢he Oiflce of
Persommel will teke solion to preserve all the smyployee's
rights under the Federsl Fuployees® Compersation Act,

&n erployec will not ps gepaveted Ty the Agency while ha 13
i the status of 2 wlsting poreon ws reforred S Lo Apsucy

regnistions.  In wnasus) ceser, vhen proof of aeath ceonct

e obbalned, the esployes mayv be repoved Trum theé rolls by

the seticn "Death [Prosuned)."

ACTIONE TESED OF CONDUCT OR QUALLICATIONS v

FRIRCYPIES GOVRRNING ACTIONS

{1)

(&)

Removal is reguirved by statute for certain oflenses, loeluding,

spong others, polibicul, svbyersive; freuvdulent, or eriminal
setivitiss. Discreflonsyy aunthority to seprrale en empioyse

mey be exercisod wheo suech action willl promote the elficiency

of the sarvice,

Debermioation to sepacets s suployes will be beasd on consi-
deration of the following factors:

{a) The ewplovec's service hdstory and his swplanstion (intent,

mitigetling clrcomstonces, ete.) and the frequency of the
oeeurrence for vhich separetion is propoded,

Approved For Release 2003/07/27 : CIA-RDP80-01826R000700160002-0
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(b} Frevioue supervisory astiampie to rectify tae difficuliy.

reprionnd, or otLer lecs drastic action..

(3) Aetion will wob bu token i voprlsel for petltion or testi-
moiy Lo Covermeent suthorisies. peovided thet due rejard fov
S&“i’“j hag hewn 8\\‘!8!\ ‘03 e '\1'"‘-; vi dhad Cancerned,

fh} To the axtoni suthericed by existing legisiation and governing
regulstiong, smployees will bz pald refromcttiely for pericds
of enforeed ghrenne wpon restoretion end detewarloetion that
thelr seraration —ms wnlustifled or vnverrutted. (This docs
not apply to restorsiions affeeted 4o vorrect purely proce-
duzel ervors. ) Adverse ecbion must, therefure, be well
pupported factuslly ard the utroat cnye exerclised in selecving
ayppropriete sction on the sgrouwds provided.

{5) Tie effective dutr of actln will pot be estavlished prior to
the expiration of the alvance nctice prescribed in persgraph 6
of thie yegulation o, if applicaebla, Lo the dule the enployee
has recaived sotlee of tha eiverde decislon.

FAILIRE TO QUALITY NUAYKG YRTAL 1ERION

The triel periodl should be fWlly ubilized &3 & wesding-out pericd
to deteimine the capecliy of » uew employee. Supervisors shoutd
pay pertisular aittentior vo the employrs's periorasnes, tronzeds,
apd prowth potential during thls peaviod snd report bhese itvoms
in detall on the Fithsss Report prepsred pricr to cowplstion of
the triel perfcd. An employve o felie to demonstrate guslifi-
ceticns for his positioh ox othrrwise manifeet wnsul teabliity for
Agency comloviient duriup his triel pecicl will be separated by
the aetion "Separetion {Disguelificstion).” This alsc applies
50 individuels snticled to vetsren rrefarence who have completed
& trial or probationsey peviod 1r another sgency when

they sre appoloted o CIA in & Aiffersit line of work.

BEPAPATION FOR m&mm%mm: PERIORMARCE

(1) "Sepwation (Tueffisiency)’ s separstion sciion baped on
unsabtlefectory performance of an employes vho bag completed
hie tris) peviod. This setion wmy be taken when deficiencies
in perforwarce wartrant, edon though the employes's last

Approved For Release 2003/01/@7 : CIA-RDP80-01826R000700160002-0
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Fitness/Report indiceie setisfactory perforrgnce, However,

potified in writing of the definienciss ilu hie periormence
ard hes becn given o speclfisd reesonable parind of time
{generally poi less thap 90 calendar deys) @il yroper
supervision and un-the-lob treiuing io vhleh to improve.

{2) In cesss vhere a conccientious epployse occupies 2 positlon
beyond his sctual o poiential awphcliy, e should be re-
sseizned to dublos tomensurate with hie & 1oitues (uhicu
might luvolve recssieomen’. £0 s positlon ni = Jowsr grede
Bl CONLEAUeT., AuVngradine . Waen, howevrr, the superviscr's

efforts to bring ehovt rove setiefactory performance have

been waavailing erd resc dyastle action is wot possibie or
deslirable, tos zst.lpew‘lnm-“ wili veecpspecd penrstion actlon.

His recommrndatlon, conla’ving sertinaut Jevie concerndng

the indivifual¥s vnsetisfuetory performence sl swwmarizing

the suverviscr's efloris Lo briag about impoovement, will
be forwerded Lo the Of{lce of Personmel throvgn cusnnels.

(L Sapww’n v Lor madicere ’p@,(quw ey G a—

REIOVAL

"rerovel” 18 the artion tsken Yo separebe an employ®e ou CLETHES
of deiinquency or misconuet. Weltten charpes mast be preversred
sgainat the ufferding meher with en opportunity for revly. This
gotion iz eppropriste for use wbea tae grounds are an employse’s
willful actiors or carelesaness or negligence beyond ressgonsble
excuBe. It shoull be used wher warranted, whether ov aot the
employee has comploted a triel period. Removai sction is nob

eppropriate for seyerction oo _xc;muis of unsstisfactory parform-

apcs unlass theve lLies becn gross negligence or carelessness on the
part of the employee ner I1s 1t eppropriate for sepsrstinn for physicsl
or mentel deticiencilas.

SEPARATION FOR DIZSBITATY

{1} Au empluyes who is physiesdly o mertally incepshle of amtls-
Pactorily perfomdng the duvties of his position and who is
ineligible for dieshility resviremsal will be seperated by the
action "Seperation {Disebility).” Inr no cese will en employee
be reguested or sdvised to vesign in lieuw of this achbion.

9
- imitifrom. -1 DRAFT A
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{2) Yhen it cpprars that an emplojyee is paysicslly or menislly
Incevedle of werforming his dublee Ly resson of g eonbinuing
ddsahility, ois supseviscr will be assieted vy the Office of
Perscoesl in prepering a meworsiaua to the ““M"Lwl Shalt
siating the fucts eod clromstaoces, The Medieal Stafi will
Prompt iy a..w&x{re with che wmp"c:m*&, Lhrourk hia su%w*; e,
for ivterview mnd exrmirgtion. A written statenent based
upon the sxepivation and olaervel fuets, wurd recomseniivg
separetion or vetention of the =uployes, Wil be prepared

by the Medical Staf? sw forsmried Lo the Cfvine of Persornel.

af toe Medlosl
tne Tingl sotion

Pesel upon thz findings end reconmendation
Bltefl, ibe Dlrector of Persuunel will dsieg.
t0 be taken.

{3) If the sgployee refuses or s rot plhiysically sble Lo present
Rinmal? for examiy ‘L&*fm, the Director of Fersonoel wiil pesch
8 decision vpon suck facts es as,m stbhervise srailabls, with
the advice of the Chiel, dedienl Staf?, and the empioyes’s
supervrisor,

(k) Bmployess wili be permitted tu wwe ell sick lsave to thelr
eredit nelor to sepsration for disebility,

AHAP‘}}WM;'& OF POSITION

Prompt eoivion shoudd ve teken o determire the zause of aay
unsuthorized evsence fyom dnty. Ween 1t is evidert “hal an es-
ployes has sbendoned his post of ALty or fa. leq +0 t‘«.ﬁ'ﬂ.u’f’ Lo duty

gt the ex-irollon of s suthorizel pfmx foa oi leeve, either of
the folioving activns will be “ekan Uy the CEoics cf P«amunr«u
Tol owing eoi @w.tmimx woth the eaployec's supervis ory

(1) Seperation (Absudonment of Position)”

{n) If security considerntions perwdt, the emnioyee will
be notified bg hig copy of 5F-50, or by memGrerdum in
licu thereol, Lhal Os hus Leen teopereted SoT BLandomment

of position.

(b) I the . empioyee Inforus Lhis Agency that he did not
abeudon hig porition wnt theb he wishes to roturn to it,

10
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Cn cot cbhav et on wikh \u.Qunl\bN Whistivgy or ns‘r

Be

he shoudd be regeored, to the rmosition he teflh, und
Ivwill m:c.» 1 b d.c:g

[Cad_whoEhor The oiz *mmﬁ»taﬁmﬁ
thii@ TemcvRL metion,

{2} 'Removal' (dce serograph “e.)

e

A weltlen novice (Bee pacrarephe oo ard 4’"} wi.l"
the employes oh his dact bnows cddvess, Uy e
return roce pl” reguested, 1f securl v Qﬁhb*uf“uthﬁﬁ’% permly.,

xxxxx

T

we aent “Lv:.\

NOTLOES, DECTAT04R, IRD APFRATS
HOTICE PERYCDS--RIGHT TC RLPLY

Specific regu/ressnts for nohics periodc erd richt <o renly wre
showr in abtechuort 1.,

i) Conerally, erpicyees serving ic a trisl iod will receive
/ . g e AN g P
&t least 15 calender dayv.'! wnoties of pz‘upmﬁ.i ggperation,

{2} 1n most ecmsrs, coployees v havs completen thelr trial
- perlods will recelve et Jeset 30 celender faya’ notics.
Importent sxcaptions ere ss follows:
iy, whlw Seme Lircum(fuue:,
(ﬂ.}' Ar empicyee who 1s elipible for vetersp preserance
end wao aes ccapleted o triai ox probeti unary pericd
in cuwrreat eontlnuous Federnl 3ewie[ wiillbe coasidepsd
a8 having coupletel his trisd pericd even chourh he TRy
not have served the full 1% ponths' trisl pericd in
this Agency, provided his appolrtment to the Agency is
in the same ilae 27 work.

(b} In rewoval ceses, unless the esployes concernod ls
eligible for veleran prefsrence and mush therefore be
glven 30 celerier deys' wdvabos notive, the time allowed
bebween the noticn sad final decision mn La deternined
by the circumsisnces of the individanl eage but sulficiept
to allow for the reply per wd,, consideration of reply and
Issuvance of flusl decision.

11
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b.

Co

d.

dnedude the cight to reply may be given

{e) Ture reguiremweis fur sdvarce aotice ard reply do not
spply In the following cases, although the enployme
Wwill be glveu such sdvence aolice sud upnortunlty Lo
arawer 6% viil ve ressonable uwnlsr the efrouwsshsnses:

{1} When ibe rewsoue or chaxges sre of such nubwee
that the low recuires lugsalave removel if tie
cherges are subgtachicted,

ﬁﬁ) Woen there 1s resarcosble enuse t- oolieve the
explozes gullty of & crime for v.ich & sentence
of Imprisonment cun Le lmposed.
(B) Whua Smri&u\ Prectnhins re @auwire W
COMAFIATION OF NOVICE PERIGD

Toe voourt of novice remuired for ihe various topes of actlons

is given ln atisckmert 1. In compullog the rotles periol, ouly
full cadexiler daye will be counted. ‘e count boaterl the

dey efter the emalovee yeoelvee his potlee. The sepacetion will
not be efivcetsd earlier thee ibe cloge of the suplovee's resulsy
howrs of duty on the day on dhich the Full aotlice peried i3 come
pileted. Wuen twe caleodsr dage sre lucloded io the smme vovi
ahifi, ke effeciive datz wviil aot be ecarlier then the completlion
of the wiwk ghile for the Jay efter the actice period is completed.

FORM C& ROTICE

Botlee of propossd separsiioas will rommelly be isswed ia the Foem
of o letter. However, novlce of termination scticom which does not
in the forv of a jiebter
or on Ohtenderd Form 50: Wotidicobion of Personael Actiou.

Jtmﬁﬁiﬁmml\‘” OF NOTLICE

When gsparation for wnsetisfertory couduet or porforsencs of an
employse who hes emupleted hir wisal period is proposcd, the notl e
Will be prepared amd signed by the swwrvisor, with assistance snd
privr conouvence of the Office of Ferscnwel. In other ceses, the
Office of TPersonnel will prepers the notice for the signature of

the Director of Percomnel. OSupirvisory officduls will be requested

to provide auch information se apy be pecessery in iodividuel esses,

e DRAFT &
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e, CONTZWNTS OF HOUICH

(1)

{

Approved For Rele

83

Bt

}

A1i notdees will spectiy 1o ervion proposmi, thoe date the
proposed cotlon will becume effective, and the ressons for
the sollion, stabedl speciileuwlly wud in detail. IFf appro-
priets Lo the actlion, the sotice will miso includo s review
of the admisisirative sad superviscry astions which have
becp Leken Lo eoxeect Loe gltuntion,.

A1 notlees wiil specify whotnor the empic »e will remain
in s work atetus aad whelbey he will rewel. iu his present
positivn deving the notlve pericd, (Jse paragrapt g below., )

A platemsnt oo the eardovea’s right ho reply will be Included
when 1t g applicable. (Sen attarbwrnt L.) This sbatouent
vwiil irelvde toe folliowirg informetion:

{a) That the euployse had w raght to reply, perscaally sod
in wrlting, axd 1o ifvenish aaifiaevits end evidence in
euprmort of Dlg angver,

b Yhau tue erpiovee uvess maie eny repiy within the Cime

specified in the aotice. {See paregroph b below, )

{ .‘:?y Thiat, the eupioyre mey neil o Yring a weitter repas 4o
*he GOfLes of Porsopnrl and that e asy contest the
individual desdgnated in the letter Lo deliver s witten
YOPLY wit o0 wlke uwrRarenene £r7oen spposrcnos oniore
ar pdvieory commtiez, (Use paragraph i below. )

(¢} That the employee mey appear before an miviscry sommittes
to preseat ar oval renly.

()] That no fionl Acclsion has Lesa made cr vill ve mode
until the egployess repiy hes teen considered or, 1if
he chooses aot to reply, untll the tine specified for
reply has passed.

{7} That the employee will be nobifisd of the o) decision
ea goon as prarilewkle {aormeliy within 10 caiender éays )
el prior o the oifactlve dmte of action. {See paregreph
J below. )

13
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f. DELIVERY OF HOTICE

(1} Ir the empioyee is avallsble, the notice wiil be dellvered
to aim perscaslly by his supeivigor, or by b represenletive
of the Dffice ol Tersonme), as appropriebe; erd be wiil e
requesied to sige & reteint therefor.

{2) When the exployse L1s nm svgelable for w**wnm c;w“wry
the noties wiil be sent by the Office of Usroonnel to his
last known sddvese, 1f Eam ﬁ_.,): L,:xmmf_rw s pevtit, by
regiatored nall, TEtLen o "rww pt elgnat o %ﬂ“w%@ arly”
requested, The retira receint or the envelope bearing bthe
post offiece notetion of nondelivery will be Filed in the
employec's ofPicisl psisoirel folder aus evidence of compli-
muee wih reguliaiiouns,

| g. STAMUD O BOrLOVER DURTHG WOTICE PERTOD

{1} Tre employee will ooruelir be rstained v hls position in

| ‘ & work slatus riux ing wle votliee peiiod. Upop cecomerdation
of a Depety Mractor or s Operaticp OFficiel, en exerse
ray be authorizsd by the Dlrector of Perscnmel vhen s ,m;ﬂnz:,n
of the explioyee siht resull fa damege 5o Soveroment properd
Le detuimartal Lo he lusererta of tae Goverumont: o be m-
mm.cw to tae erpacyee, his fellow worksrs, orf the genirsl
bid o, ‘

(2] vhen one of the above comtidicas exd3ie, the smpioyes say
he reassigned to & position vhare the cordition would aot
extet. Othervise, be may be placed om:

(s} Auous) leave, with or witncut bis ecnscnt, puovided he
heg sulfficient lmsv: to his sredit to cover lhe regquived
peried.

{b) Lesve without pay, ~dth hie conaent.

{c) Sick lemva, Lo appropriste csses,

(3) It poue of the sbove nebicas is possible to coyrect the cone
alovdion, bhe emploves may be suspeuded.  Charges mmsi be

‘ 20 : DREAFT A
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La

TIME [INOT FOT RUPLY 10 ROFIOW

)

CCN
(1)

| “ 1956

pr“*mr rad hodore auss “sea:w-m 1 e She wumme gjvw an
opportunity to sogwer .8 mmﬂ,mt pffidaviis therets. The
tlive Lo e wllowvsd fur mww In euch mwa woy ot be less
ther &h howe even Lu swergs e, An smplovee ellgibie for
veteran maleprence am; nct 1,;. vmsl enled for more than 30
dave under this emerreony v_u‘m sl e,

i

The maployme will be elie w»J g rerponsole Mo in which to
prepare his M‘?ﬁx&‘i" am ordnlia of i davits ard videnve. Thw
langih of bime &,N.uwm i1l depend upon the foets aud ciroum-

stances of individue? onsen \«*w w11l not e leez thae T cal-
enler devs.

The maployae's reguest for pr exornston of bine wi i;’mm whtt b
to reply mav be grested st fhe discretion of “he Direchor
of Fersonnel.

e

STUETATIOR OF REPLY 10 ROTEON QE""EE' AN ATWISORY COMMTITEE

Thorough oo deratiorn of mr § reply, writien or oval, reoiaved
From ol eppieyes wili he gives by so adviscry cowmit We’:’f sopolnted
by the Diventor of Pey 3%:}1 L mueh a comitlies is reguested

by the erployes. ’ .

{s) "he sdrisory eamiste: w1l be camessd of thows respon-
pitie apd imperiisi mfi visle of the Bgency wan ave not
wevivery of the office cr romaerble orgardzstiona) ele-
pett To whlch the m’zpt yec 1 assigned. The Director
of Perscanel cr his d»?tg}mm& venresentutive will
sErve T xwm*wﬁﬁ}.gf ehasraae of Lhe corittee.

i
i
{b; The sdcisory el ihes moy 3ecere the technical adviece
wrrl guidanes of vm:m,-p'r'i at a specialisty.
B

{c¢] Vhe caploves may ac wﬂn& b s ance befurs the
edvisary ﬂmmmt‘w ut’ «,t iy hg gy emplovess Lo ponfesd-
slow of p@%rtmawt Teote, Individasls vho are nod mew-
bers of the Agsucy wil]l it be pemitted to participate
in the ﬁi«isury ﬂ&@ﬂ“.bﬁw g pewivitien., If = trénscript
of the heaplog is s b emnloyee shall Te permitted
i review i.L but
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(2) Afier constdering the infividani's raply, the sdvisory

{

copmittee will recommend final action to the Ddreetor of
Persoanai.

L & wrdtven roply i1 recelved foom an erpicyss whore nodice

g T I R . .\ 5
2Ud not Inelude s statesmert ca right to veply, fuil comsi-
derat ot wiLY e giver Ghe reply.  The Mrector of Personnel
Ay, ir his dseretior, specint er alvisory coumittee for
this murpose.

Joo WOTINE OF DROYOINL

{1) A wotice of fiusl decision, whelusy farpahls or wfsvorahie 5

(2)

{

3

o

wiil e wens the wrpicyee ot whe carliert jrasticable dsbe.
Thie t}&‘.?“}.i.t.‘rﬂfi&“’fu?&“t: L sent gven thouga tne advence notles was
roturned vode livered opr the empiojee made uo verlys  The
lastivcbicors Ln prrasrarsh © ehove P del tveey of advangs

) . ncf lbal Lie proposed action is 1ot to be
taken, tle wpleyee wils S Luforred of tue witniravel aol
of the measors thepsior.

13

) The actlre pust coutria Lofuemu e or the £oilnwings

() Eacure or sclion ducd'ed vpon wnd the date cn whieh it
will boene offective.  (The sifective dete will he
veccrputed 13 for ery reasoa the srpicyse noa not hal
the roguired ninle resicd of Lovion. )

(b} Fﬁi‘ﬁ‘r&nm W tae procodurel suthority 17 the aetlon
18 token under Tart 20 (procedures sstevilsbeld pur-
gusLt to Veloraus' Frofecence jfot) of the Civil Sepvies
Reguldations,

(2) Refercuce to the wdvapce notice, fneluling date of
¥ W L L v g - .
delivery or clrcuwsstercer of nondolivery, wed s brlef
etatament of the resspns given Lo the sdvance nobics.

{d} Refersuce to any vepliea maie Ly the emuloyes, including
dates, 2 to nis fellyre to ruply, ard statenent concers-
ing consideration plven the reply.

16
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be TFFECTING SEPARLTICN ACTION

Sevarastion astilons ere “ursm? *cl by the prepayation of Standerd
Form 50t Wotification of Personnel Actlen. The wedlon 18 pob
officially recopnized unHl this ingtrument 1s execuled end authen-
ticeted by an offiriel to whom almmntiwg, suthority hes been
deleguted and, in certain cuses specified in thiy wmwm‘i lon,
Celivered tn the mmpbmu «

e CARNCELLATIONG AND :Oﬁ;«EE*ﬂIONS
(1) Onee s seperation becomes sn secusplished fact, it caunot be
p rescinded Ty rﬁﬂmﬁm“traﬂ*m setior. The action does not,
however, wr::w:,e effoetive untdl the individus l receives proper
notice 1if mqnj red. fr’rc‘maml separetion mey Lo canceled st
any time prior to tlm effm““ 1ve dave of the «suion.

{2} When subseouent review shous that seperation was anjustiiied
or unwarrarbted, the &ﬂmlo“fewﬁ way be returue? to duly by
restorstion or new ﬁ]:fpui ntwaut action. Consishent with
erplicable lsgislation, retrosctive salsry peyaernis mey g
suthorised.

(3) These, &mormwm ﬂ,u not p:r-c hibit ameoding the form of 8 wiven
netice to roaform bo established fects. For ewiumie, “% i -
retion (Abandcoment of Fosicion) should be che

ol to UHesdgs
neticn" if it is later found thet the employes ald in fact
regign. 7 ‘

A —

d. FINAL PATHEND AND CLEARGNCE OF M TOYEE
X

{1} Initiation of Final Pm’mamt rlesrance Sheet
i 1

{a) Tne Nffice of Personuel will inibimte

F Thal Pagment Cletrancs Sheed (*3.*1*&91«’ :

arating employees, ad

'Me Office o Pm *ﬂmung;t Wil G

conpernet Lo determire vhether o t the .w "“]*EEE”““

at11L Do any cutoband Lig ObilgaLions for Grrerimedt

property wvhich mey htw“ a0 qsqued. 10 h‘lmi BUCL 8

booka, briel eason, ‘Lg WIS
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will notify the Office of Yerscanel nuec cridiuely.  Upon
verbel certificelion Srom the 0,FLoe ornems et Lhnt
there are no oristand Ly da.xmm ggpinnl he em;gﬂrlag_r»,.\ =,
Xhe Office of Fersoarsl will ind.este on Foes Ho. 21
rl&.xrmwe of tha ilﬂu!ihuﬂ.., fur nll offices except the
Office Of ,ee,m“ Ly mm e Office of Ghe f"”"mvmtz'cﬂlwr.

i iun the clearance

(b} In mm«‘*imal m“m“ b 1t ojuey he foun
crm of oculi-

rocess thal en corpiover will heve so ( -
gution funee Ju:nm.& Fropesiy, vnselttls lacebieduass, ete, )
Lo the Agengy wilch Yoot res Some mel o2 o Lis part Lo
Satisly, and that the ey ,’c:ngr’r.. PEY oY voleate clly perform
sction requlced, In sven caves, it goall bo the TESDON -
Bibility of the effice to wh.ooh the \lhmrer ig aselpred
Xc provide fre oifice Lo Ading the re of ebﬁmiux‘
whatever assistonce 1% 13 abie Lo rrovi e ip oblaiiing
aats ssi’u:tm*; w tiazme.‘t of the cbifpatisn,

’ {2} Refund of Retivems

An emmployes who ls zzejzwaﬁw& from the Apency mgy be enyl
o a refund of yetleeport, o lediietions o an ll:m}“""'t} Q‘L*mra ;
o deferred), The Office -F Terioio e L W 11l sdvise the e e,
or hie benelicluriss cr gispd.an os spropriate, of env oights
to weﬁfuxmh (S0 m,mut,f which he ma: hove, .

{3) Beeurity Debe! &ﬁ.ng

The swplovee will hr: rafe O tie Offiee of Cerurily, ‘mr
tlpe Cf:?mﬂ of Porsomnel. Yor daby w.fir_z&g mri gipreuder of
3118 badee anl gnv L:re {or .Mr.,,a ahlch heve Leern Issued vo hinm,

(4 Payuent fur ieave gmri T”irwl Ca lery

The individual w;mra Ling wu repurt to the spproprinte

peyroll office of the (ffica Cf the Comniyollar, whare fe

will surrender Che conploted | rm o, 2 Fine] Felery ¥ payment,
tnid vevmert for eLL sccumulated »ﬁm 8 d sirval Teavi {g
Lhe employes's orailt pL the Lime ol 5 Trow the
Boveimens pervice Wiil be wsie peomnd r. ayments VITT Aot

0 SO ST N O e O ) LRAFT A
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he made in the fuﬂme*zi mstamﬂ%:
\
i&)_ Whan the eﬁArnLavm Lz suparoted to secevt spaep
Goverrmert emploament withoub a bFreek oo
deyyice of @*1&, w*'!e:\ Y ‘

R
H
i

{(b) When the %iﬂyen wncwnm giriles or agserts ihe
right <o Bﬂri**e sgalingt the Doverrment,

%
REZURY OF COVISIBENT m ‘Fh’* Y AND MONEY

A _chgck will be mede “E:o Yo e w tout the employes he. scttled sny
Jodebtednoss to the Aove: nmert A thet the emplcyec hus rebturned
say Govertgenl property whicn wav hoye b&«m* isgued Lo lm, such
a8 bmks briefl cages, or Lypowrliers. THis 18 6o o plished L,g
the uze f Torn No. an FPaymont, oy E'*mx!ﬁh&i AecTuEd ra
desve and fipal salary slell Lot be r«amwmﬁ unt’ l the emvlor
Sleared on the sbove poirts exceut Lhme LT prone. Ly kms not Leen
retusned bovause it iy ir z;:*mwu'% frem & Forelpn alotion or is
loﬂt.. the value thereci zs eutwblished Ly um OfTice of Logistics
Bhell be withheld an® the remnin g prount yeleased 1o the om-
ployer. The swaowit 40 withhe o e »wmt ted Lo the eppiigee at

A S At

guch sauh@egm% timpe gy the proseriy is returned o €8 & I?harn! of

'In the event a Posrd of Surves

Survey Is spproved wileh reiieves Lho individval of respongivility.
sl udeey 8 vecuniory Miabilit for
lhe dndavidusl, sny excess of the smcorns Withheld over the L.abi-
Alty esteblished would ’oe e b had to the employvee,

!
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PERSOMNEL
195¢€

After Trial Pericd

Actions Bused .or Employee's
Request or Loss of Eiigibilitys

RBegignation

Zo socept other Fed. employment

Parexraph 42

ws e

=g

YC ADVANCE NOTICE BY AGENCY

A¥D RO RICHT 70 REPLY

¢: Legal Incompetence

d: Dimability retivement Action nes appiicsble

e: Optlonal retirament Action not a;nl;f:&ble )

i1 Age retirement Articn net s;é;lﬁ,eéhlé

g Desth o S
Actious Rased on Condunt or T .

1
-

Faregreph
Cualificetiong:

by Failure to quaslify

reriod

i5 calendsr deys? ratice;
ng right 0l
wngatlsfauciory Aution nut spmii

during trial

~r Seperetisn Tor
verformance 3 o
&: Rempvsl cora
oW
o s idery
2y Saparetion for Alsabilits- 18 1 hd%ﬁa
Pa At .. i right o repiy
3 Avaadoiment of pogition ise removel yyoesdurs

=it
- PRI T -
- EARYS oeoriie— Neovminmd,
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30 enlendsar days’

Actlon net applicsble

notice; right to

Clolert notlce to

for preparation and
tion of veply
days® notlice; vight to

Loprocedurs



